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Reopened Ciaim Filers
DRAFT Procedures

Depatatont of Workforco Dovalopment

Welcome to CSS
(Claimant Self Service System)
For

Reopened Claim Filers

Welcome to the Claimant Self Service tutorial. This tutorial was developed to show you
what to expect and how to navigate the screens you will see if you decide to file an
Unemployment claim.
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Important Change to Hote: Bue to a change in security standards for
Uplink €55, you may be regquired to change your current User Name
andfor Password, New standards requive 3 - 20 characters for the User
Hanie and 8 - 20 characters for the Password. You will be prompted to
change your User Hame andfor Password i they do not meet the new
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Since you already have an active Uplink account, you may begin by logging into the

system. This is done by entering your user name and

Logon button.

password, and clicking the

If you forget your username or password, you can click on the appropriate button. You

will then be asked for your Social Security number and

date of birth, and be required to

answer your security question. Once this information is successfully entered, your

password will be reset. You must then create and reenter a new password.

If you clicked on the Forgot Username button, pay close attention to the Username that

will be displayed for you after you enter your security a

to spell your Username when you log back in.

nswer. This is how you will need
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Once you've logged into your account, select “File Weekly / Reactivate Claim.”
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Once selected, the page should look like the one above. Answer the questions by

clicking the circle next to your desired answer. If you are unsure how to answer any of
these questions you may contact Indiana Department of Workforce Development’s
Uplink Customer Service Center by calling 1-800-891-6499 for assistance.

Click Next at the bottom of the page to continue.
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Names of employers you have worked for in the past will automatically appear on this screen. If

one of the employers listed is your most recent employer, (the very last employer you worked
for, even if it's part-time) you should click on the appropriate circle in the Select your Last
Employer column, enter the dates of employment, and click on Next at the bottom of the
screen.
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Here, you will select the reason your employment ended along with other information

regarding your separation.

The last date for which wages will be paid is the last day you were actually paid for, not
the day you received your last paycheck. In other words, if you last worked on a
Wednesday the 8" and were paid for 2 additional days of vacation through F riday the
10", the last date for which wages will be paid to you would be that Friday the 10, even
if you don't get your check until the 17",

Employees receiving separation pay and/or vacation pay must select “yes” as the

answer to those questions.
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Other Last Nama warked under 13 Other Last Name worked under 2:
Other Last Name worked under 3

2] Country: USA Mailing Address: 10 N, SENATE AVE,

Malling Address City! Indianapolis Mailing Address State: N
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Home Telephone! 111-113-1111 Aitarnate Telgphong! 111-222-2222
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The summary page will then be displayed. You should review the entries you made

while scrolling to the bottom of the page. Clicking on the Edit button below any of the
sections will take you to the applicable screen to make any corrections/additions
needed.
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1f yas, what is your start / return to work date?

Primary ocomation you are looking for § Assembly Worker
Secondary occupation you are looking for ¢ Fabricator
Nearest workforoe one center: ELKHART

What was your rate of pay fram MONACD COACH CORFORATION,
DBA MONACO COACH CORPORATION: 18.00 per Hour

Lowest rate of pay you ara wiling to accapt: 18.00 per Howr

1f you have gtated a higher wage than your iast wage, please explan why?

Occupation: Assamblars and Fabricators, All Other

Once you are satisfied with all answers given, you may click the Print button to print this

page if desired. Then click on the Next button.
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You will then be given information regarding Penalties for Falsification (you must use
the scroll bar to the right of this section to read all of this very important information),

Benefits Rights and Information, and Terms and Policies.

Then you may choose to agree to the information and file your claim, or you may
choose not {0 agree. If you choose not to agree, you will be given information stating

your entries will be kept on file for seven days in case you change your mind and decide

to file your claim.




Qe ) W@ B P Frroe 1G5 B LIE B

edress {81 httpa: fotg.hed.n.gov/CES/CSSFicClaim. him

Lo

.-@.mb-lébhiaiétl'ﬁ' '| Ihogo
aouplink
. uneinployment plogrms

that require’ foh

i bidow Lo provide the addibenat v

| PR W o

lairmant Home

2] httpa/fstg.dwd,in.gov/CSS/CSSFleClam. htme

Once you complete your regular claim filing process, you will see a link to provide
additional information related to issues on your claim. If you will receive vacation or

separation pay, you will need to click the link marked “Provide Additional Information.’
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In the waek for which you are daming benefits, did you receive any
of these paymentis: vacation pay, haliday pay or severance pay?
IfNo, when you complated your daim, you sald you were
recelving either vacation, holiday or severance pay? Why has
yeur answer changed? {After you answer this question, SKIP to
the bettam of the page and dick NEXT)

Did you raceive, or v you receive, hotday pay? (IFNO, SKIP to the
hottom of the page and dk NEXT)

What employer is paying the hofiday pay?

1s the holday in the week for which you are daiming benefits? ,

\What is your regidar rate of pay with this employer?

How many hows a week are you regularly scheduled for with this
employer?

What g tha gross amount {amount before deductions} of the haliday g ey
payr . SOOI

| 8 @ intemet

Your answers shouid match the answers above. Since you are not receiving any

holiday pay, you don’t have to answer the remaining questions on this page.

Click next (circled) at the bottom of the page to go to the next page.

‘
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Address | 8] https:{fstg, dwd.in,gov/CSS FactFinding. himipage_actionesubmit
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E enptoyment programs

you receive, o wil you receive, vacation pay
the bottom of the page and dick NEXT}

Monaco Coath
What employer is paving the vacation pay? ;

wWhen was it paid to you or when will it be paid te you? 09/65/2008 {MMDDAYYY)
When was your last segularly scheduled payday? | goqs i) MDY
What is your regefar pay schadule? D

i Once aweak

If you selected OTHER, please explain.

What was you rate of pay in doliars per hour?

How many hours a week are you regularly scheduled for with this
employer?

What is the tatal grass amount (amount before deductions) of the 31200
vacation pay? (St

P& @ ntemet

&1 poe

Your answers reflect the correct information as it relates to your own situation

(employer, pay schedule, pay rate, etc.).

Click Next (circled) at the bottom of the page to continue.
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Oid you receive, or wiff you receive, severance pay? {IFNO, SKIP to
the battom of the paga and dick NEXT}

what employer is paying the severance pay?

What was your last day of work for this emplayer? T

What is your reqriar rate of pay with this employer?

Haow meny hours a week are you regulariy scheduled for with fis
emplayer?

Severance pay?

What s the total gross amount {amount befare any daductions) of the S" T
When was it paid to you or when will it be paid to you? . '

apuplink

unemplayment programs

(8 @ mtemmat

Answer these questions to the best of your ability.

If you answer “No" to the first question, you don't need to answer the remaining

questions.

Click Next (circled) to continue.
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Address [ @] hatps: fstg.thd.n. QovK.SS FactFinding. htmapage_acton=subnit -
Google |Gl icobgd B v © ¥ Bookmarkse . B 1662biocked | 43 Check v -3y Autoink
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SES

For bast customer service, please provide a vatd contact talephong number,
The nformation 1 have provided is trug and corréct to the bast of my knowdedge. {

understand that providing false information: or fading to provide information may
resultin disqualfication, cverpaymants, panaitias of peasecution.

@oone - : . ' ' ' : Cb Sy @ et

Enter the phone number where you can best be reached in the circled box. This is the

number our staff will use if they need to contact you regarding eligibility for benefits. It's
very important that you provide a working number where you can be reached.

Click Next at the bottom of the page to continue.
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payments! vacation pay, hokday pay ar saverante pay?

If Mo, when you completed your daim, you said you were receiving efther vacation,
holiday or severance pay? Why has your answer changad? (After you answer this
question, SKIP o the bottom of the page and dick NEXT)

Did you receive, or vl you receive, hotday pay? (If NO, SKIP to the bottom of the
page and dick NEXT}

What employer is paying the hofiday pay?

Is the holiday in the week for which you are daiming benefits?

What is your regular rate of pay with this emplayer?

How many hours a week are you regularly scheduled For with this employer?
What is the gross amount (amount before deductons) of the hofiday pay?

Did vau receive, or wif vau receive, vacation pay? (If NG, SKIP to the bottom of the ¥
page and click NEXT)

What employer is paying the vacation pay? Monaco Coach
When was it paid to you or when wil it be paid to you? 09/05/2008
When was your last regularly scheddag payday? 90512008
Whatis your regular pay schadule? Once awaek
tf you selectad OTHER, pleasa explain,

What was you rate of pay in dollars per bour? 15,00

How many hours a week are you regulardy scheduled for with this employer? 40+

What is the total grosa amount {amount bafore deductions) of tha vacation pay? 1200

ik you receiva, or will you raceiva, saverance pay? (iFNQ, SKIF to the battom of the N
page and dick NEXT)

What emplayer Is paying the severante pay?

Whiat was your last day of work for this enployer?

Wihatls your regular rake of pay with this employer?

Haw many hates 8 wesk are yau regularly schaduled for with this employer?

ittps: ffshg,dhwel in, GOv/CSS FactFinding Bite?page. Go ks
Google [IGir oo gD B v | {7 Bovkmaray B 1662blocked | P Chedk v -y aut . 1) Settingsw
In the week for which you are claising benefits, did vou receive any of thesa ¥

i 8§ mtenat

A summary of your answers to the previous gquestions will be displayed on this summary
page. Please make sure that they are correct.
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ay in the week far which you are daiming benafiss

What is your regular rate of pay with this employes?

How many hours a week are you regufarly schaduled for with this employer?
What is the gross amount (amount before deductions) of the holiday pay?

Is thaho

Did you seceive, of will you facaive, vacation pay? {IENO, SXIP to the bottam of the v

page and ekt NEXT)

What employer i paying the vacation pay? Menaco Coach
When wasit paid to you or when willithe paid to you? 09/05/2008
Whan was your last regulary scheduled payday? 09/05/2008
Whatis your regular pay sthadula? Once a week
If you selected OTHER, pleasa explain.

What was you rate of pay in dolars per hour? 15.00

Haw many hours a weaek are yvou regularly scheduled for with this employer? 40+

What Is the total gross amount {amount before deductions) of the vacation pay? 1206

Bid you receive, or wit you receive, severance pay? (IFNO, SKIP to the bottom of the N
page and dick NEXT)

What employer is paying the saverance pay?

what was your last day of work for this employer?

What s vour regular rate of pay with this employer?

How saany hours a week are you regularly scheduled for with this employer?

What is the total gross amount (amount before any deductions) of the saverance
pay?
When was it pald to you or when willit be paid to you?

For best customer service, please provide a valid contact telephione number, ti-131-1111
The Infarmation [ have provided is trua and corract to the hest of ey knowledge. I
undarstand that providing false information or faiing to provide information may ¥

resultin disquaification, overpayments, penalties o prosecudon,

If you'd like to print your summary page, click Print to do so at this time.

When you are finished printing, click Continue at the bottom of the page.
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=4 Your daim has been filed. The provided confirmation number Is for tracking purposes, Copy it and keep itin a safi place until you receive your notice of efigbdity and your
% first chack paymant or & notice ofinekghiity. You may want to print this page in order to have tha contact information handy.

tial fili |+ Initial filing
3 Emphgment E Confarmation Mizmbar 4836523
b Segaratum .
> Other

* Waork Search

> Occupation

¥ Sumn‘g_am p
¥ Submit :| Departmant of Workforca Davelopmant

b s 10 North Senate Fer Marion County - 1-317-232-67202 or 2317232

o Senfmatic Ui Benedits 1-888-WWORKONE (1-898-667-5663) 1-317-232:7560
Indianapolis, IN 46204

The State of Indiana pays benaﬁ'.s on a waekly basis, Each banefit wask bagins gn Sunday and ends at midnight the folfowing Saturday. To fie your
weekly daim, you must fila after the end of the week for which you want benafits. You must file within three weeks of the beginning of the week for
which you want benefits, You may nat be efigile far benafits for a weak that s filad fate.Every new daim begins with a “waiting week”™. A wa:bng wiaek:
is the first ekghble week you daim. Although you wif not be paid for this week, you must ﬁEe a weekly darm for the week You serve only one waitng week
_far.anch naw hanafit vaar. Ta i s wasbhe hanaft daim. mann. b tha £ nbnk ik Srhing: fhaglink i nose s chnncs BTLS MY ARSI Y CTATS

While recetving unemployment insiivance benefits you are required to be registered with owr jobh matching service (I 22-4-14-2), Failure to
register with our job matching service within four (4} weeks of filing your claim will cause your benefits to be denied, Please wisit
hitps:d Sy indianacareeronnnect.comyd or report to the WorkOne office in your area to register for work.

At this point, your claim has been filed. Click the “Claimant Homepage” link to visit your

homepage.

Remember that you still must file vouchers for each week you are unemployed and wish
to receive benefits. All benefit weeks end on Saturday. You can file your voucher for

the previous week starting each Sunday. See additional handout for weekly voucher
filing instructions.
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Deducthble Income

Your claimant homepage will show you claims that you have filed, along with your
benefit amount. It will also show you when you've received payments and any issues
delaying your payment.

You can return to your homepage whenever you'd like.
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